


Hi, I’m Michelle.

I’m going to show you how 
to enter Appraisals and 

Check Ins on ESR.

First, go to your Manager 
Dashboard.



You’ll find everything you 
need in the Appraisal and 

Check in Portlet.

There are links to guidance 
to support meaningful 

conversations.

Click on Recording 
Appraisal and Check in to 

get started.



Click on Go.



Pick the relevant member of 
staff.



Now it’s time to 
enter the details.

In Review Type, enter 
Review.



Enter the dates of 
the period being 

reviewed.  The dates 
you enter here will 

always be in the past, 
the ‘review period’.

This will be the 
previous 12 months 
for an Appraisal or it 
will be 3 months for 

a Check In.



In the template field, 
search for 408%



Choose the template 
based on the 

meeting that has 
taken place.



Enter the date the 
Appraisal or Check In 

took place.

If you enter the next 
meeting date, the 

Reviewee will receive 
a reminder 
notification.

The notifications are 
sent 3 months and 1 

month before the 
Next Meeting Date.



Once the information 
is complete, click 

Add Details.



Click Save and Proceed.



Click Complete Appraisal.

Don’t worry, it’s the same 
button if you’ve completed 

a Check In.



Click Continue.



Click Submit.



Click Yes to confirm you 
want to complete the 
Appraisal or Check In.



You’ll see a confirmation 
message that the Appraisal 

or Check In is complete.

Click on the orange 
Completed icon.



You can access all 
your completed 

Appraisals and Check 
Ins.

They’ll all be listed 
here.



The Reviewer can see 
them for as long as 

that member of staff 
is in their team.

The Reviewee can 
see them for as long 

as they are an 
employee of the 

Trust
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Don’t forget!
Remind the Reviewee 

to complete their 
Appraisal or Check In 

Evaluation!

We want to ensure 
that people’s 
experience of 

Appraisal and Check 
In meetings are 

valuable.

Feedback is 
anonymous.

At WUTH we each 
have a voice that 

counts.



If you need any 
assistance, contact…

Organisational Development Team

wuth.learninganddevelopment@nhs.net 

Music by Daddy_s_Music from Pixabay
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